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HANDBOOK OF THE

FACULTY OF THE COLLEGE
OF ARTS AND SCIENCES

EF1fECTIVE 1992 - 1993

Prepared by the office the Provost

•
A.

ADMINISTRATION OF THE COLLEGE
OF ARTS AND SCIENCES

DEAN OF THE COLLEGE

The Dean of the College is responsible for student academic
development and student services in the undergraduate College.
Accordingly,
the
Office
includes
student
affairs
(career
development, campus safety, health services, student organizations,
residential life, and personal counseling) as well as several
academic functions (academic advising, skills development, external
scholarships and fellowships, and super-vision of readmission,
transfers, orientation, probation and dismissal). The structure of
the Office is based on the belief that the academic and nonacademic lives of students are inextricably linked.
The Office
sees as its central goal, the creation of an environment conducive
to learning.
The activities of the office are supervised by the Associate
Dean of the College and the directors of the particular services
listed above.
Faculty are invited to refer students to the
appropriate off ice when necessary.
Central student files are
maintained to facilitate coordinated work with individual students.
DEAN OF THE FACULTY OF ARTS AND SCIENCES

The Dean of the Faculty is responsible for the curriculum and
faculty of the undergraduate College.
Academic department heads
work with the Dean on matters related to educational programs,
faculty assignments, and academic budgets.
The Office of the Dean of the Faculty facilitates and monitors
faculty recruitment, evaluation and compensation.
Professional
development
programs
administered
by
the
Office
include
sabbaticals, leaves of absence, development grants,
faculty
exchanges, and travel to professional meetings.
The Dean of the Faculty works closely with the academic
departments, appropriate faculty committees, and the Registrar in
making decisions concerning course schedules, course offerings,
majors and minors, area studies majors, independent studies and
internships, interdisciplinary courses, and experimental courses.
The Chairs of academic departments, coordinators of academic
programs, directors of academic support services, the Registrar,
and the Director of International and Off-Campus Programs report to
the Dean of the Faculty of Arts and Sciences.
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DEAN OF ADMISSIONS AND FINANCIAL PLANNING

The Dean is responsible for College admissions functions and
oversight of Student Financial Planning.
The Dean of Admissions
and the admission staff are engaged in promoting the College to
prospective students through recruitment travel, receptions, oncampus programs, individual interview sessions, and the development
of printed materials.
DEPARTMENT CHAIRS
Appointments

The appointment of department chairs is made by the Dean of the
Faculty after consultation with the faculty members of the
respective departments. The Dean issues letters of appointment and
confirmation of reappointment annually, normally in late spring.
The standard term of appointment is twelve months, coinciding with
the fiscal year. As compensation, department chairs may choose to
receive annually either:
o

a one course reduction in the normal teaching load, or

o

a salary supplement based on the following formula: $2000
plus $100 for each full time employee over the base number
of five in his/her department.

A full time employee is defined as one of the following:
regular faculty, teaching fellow, technical staff, secretary or
administrative staff.
Responsibilities and Authority of Department Chairs

Chairing
an
academic
department
is
an
administrative
responsibility requiring faculty leadership.
A department chair
reports both to his or her faculty colleagues and to the Dean. The
chief task is the development and maintenance of a coherent and
effective curriculum, reflecting both the traditional approaches
and contemporary developments in the field of study. In addition,
a department chair is responsible for
(and has authority
commensurate with) the competent and efficient conduct of, and
leadership in, the following departmental affairs:
1.

Submitting and supervising departmental budgets and
administering expenditures of departmental
funds as
required and where appropriate.

2.

Recommending
equipment
and
supplies
for
purchase,
projecting space and equipment needs for the department and
exercising
general
responsibility
for
departmental
facilities and equipment.
2

3.

Preparing descriptions of majors and courses and other
departmentally related copy for College publications, such
as catalogues and promotional brochures.

4.

Recommending
major
and
minor
requirements
to
the
appropriate faculty committee, and determining departmental
course offerings, class meeting schedules and special
programs, after consultation with faculty and in accordance
with guidelines issued by the Dean; approving course
offerings, class schedules, special course descriptions and
staffing for departmentally-related courses in the Hamil ton
Holt School, after consultation with faculty.

5.

Encouraging
activity.

6.

Encouraging effective classroom teaching, including the
application of both innovative and conventional teaching
techniques.

7.

Evaluating non-tenured and tenured full time faculty,
teaching fellow, and adjunct faculty, based on consultation
throughout the year, through duly appointed evaluation
committees which operate according to prescribed procedures
and guidelines.

8.

Recommending to the Dean of the Faculty tenure, promotion,
and increases in salary, in accordance with the guidelines,
procedures and vehicles set forth in the Faculty Handbook.

9.

Conducting regular and special departmental meetings as may
be required, consistent with democratic procedures, sound
management and the academic responsibility and freedom of
the members of the department.

faculty

research,

writing,

and

creative

10. Supervising
and
training
student
assistants,
and
administering
student
assistants'
programs
(where
appropriate); submitting requests for student assistants;
supervising
and
training
office
personnel
and
departmentally related staff.
11. Advising the officers of administration of the College,
heads of other departments, heads or directors of other
administrative units of the College, and memb~rs of
standing and special committees, as needed or requested.
12. Assisting with the active recruitment of students and with
the identification of scholarship recipients, as arranged
by the Dean of Admissions and Financial Planning.
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13. Encouraging, aiding, or writing, when requested or needed,
research proposals, grant proposals, and other requests for
sponsorship generated within the department; approving such
proposals before submission to the Dean of the Faculty.
14. Arranging for departmental approval of independent studies,
including tutorials, research projects and internships.
15. Establishing and supervising the program of academic
advisement for majors and minors in that department;
encouraging alert and effective academic advisement;
disseminating information to students about opportunities
for graduate study, foreign study, fellowships and job
opportunities; approving the use of transfer credit to
satisfy departmental requirements.
16. Encouraging a stimulating intellectual climate for students
and faculty in the discipline through such programs as
lectures, clubs, attendance at professional meetings and
conferences, special colloquia and seminars, presentations
of research work.
17. Providing advisory assistance in staffing interdisciplinary
courses,
area studies programs,
and new curricular
offerings.
18. Determining departmental library needs and consulting with
the Director of Libraries on allocation policies, book
orders,
and
the
development
of
special
libraries;
determining departmental computer needs and consul ting with
the Director of Computer Services regarding hardware and
software needs and the training of the staff.
19. Assisting in the staffing of the department: coordinating
the activities of searches, including requesting positions,
developing position descriptions
and advertisements,
screening applicants,
corresponding with candidates,
selecting invited candidates, scheduling interviews, and
nominating candidates to the Dean of the Faculty, all in
compliance with Affirmative Action guidelines and the
personnel policies of the College.
20. Determining, upon request, allocation of special funds made
available to the department for distribution to faculty and
students (e.g. grant funds).
21. Assisting the Director of the Alumni Affairs in identifying
distinguished graduates.
22. Maintaining open communications within the department about
its affairs, especially concerning such sensitive matters
as teaching loads and faculty evaluation, disseminating
4
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information to department members regarding special
professional opportunities, administrative decisions and
policy changes.
23. Carrying out assessment activities and periodic review of
the department for accreditation and other purposes as
required.
Evaluation of Department Chairs

Department chairs are evaluated by the Dean of the Faculty,
using departmental evaluations, those of other faculty and
department chairs, and independent judgement. Evaluation as chair
is a process independent from faculty evaluation and conclusions in
one area need not affect conclusions in the other.
Evaluation is conducted according to the following criteria:
1.

Performance of administrative duties normally assumed and
assigned, including those listed above.

2.

Skill in promoting effective teaching and advising within
the department, sound curricula for majors and minors and
new programs which lead to increased academic strength.

3.

Ability to function constructively in an administrative
capacity with faculty in the department, with the officers
of administration, with other department and division
chairs and with other institutional departments when
required.

Removal of Departmental Chairs

The chair of a department may be removed for cause when such
action is in the best interest of the College and the department.
Such action is initiated by the Dean of the Faculty after
consultation with appropriate faculty or by the President of the
College. Faculty within a department may petition the Dean of the
Faculty for the removal of the a departmental chair.
The normal
appellate channels and procedures apply, and the Dean must ensure
due process in such decisions.
DIVISIONS OF THE COLLEGE

Organization of the Faculty of Arts and Sciences, as described
in the Bylaws, is along two lines, one administrative/
academic, the other legislative.
For the convenience of coordinating academic offerings in
related fields and of nominating faculty to committee membership,
academic departments are grouped in four divisions as shown:
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Humanities Division:

English,
Foreign
Languages,
Philosophy and Religion

Expressive Arts Division:

Art,
Music,
Theater Arts and
Dance, Physical Education, Library

social science Division:

Anthropology, Applied Quantitative
Systems,
Economics,
Education,
Graduate
Counseling,
History,
Organizational
Communication,
Politics, Psychology and Sociology

Science and Mathematics:

Biology, Chemistry, Environmental
Studies, Mathematical Sciences,
Physics

The Brevard
divisions.

Faculty

associates

by discipline

within

these

Division chairs, elected by the faculty of each division, are
responsible foi consulting the department chairs and faculty of
their divisions in order to receive suggestions, criticism and
pertinent information concerning proposed changes in educational
programs and policies. Divisions may develop their own guidelines
and procedures for the selection and activities of division chairs,
consistent with the Bylaws and this Handbook.
Hamilton Holt School

The Rollins College Hamilton Holt school offers late afternoon
and evening courses toward the degrees of Bachelor of Arts (B.A.)
and Master of Liberal Studies (MLS}. The Hamilton Holt School is
administered by the Dean of the Hamilton Holt School, who reports
to the Provost.
The Hamilton Holt School is fully accredited by the Association
of University Evening Colleges.
As an on-campus part of Rollins
College, it is also accredited by the Southern Association of
Colleges and Schools. For additional information about policies
and procedures in the Hamilton Holt School consult the Hamilton
Holt School Faculty Handbook.
Faculty who wish to teach in the
Hamilton Holt School should consult with the Department Chair, the
Dean of the Faculty, and the Dean of the Hamilton Holt School; the
Dean of the Hamilton Holt School is responsible
for appointing
faculty to teach in programs for the Hamilton Holt School.
center for Lifelong Education

The Center for Lifelong Education provides a wide range of non credit educational experiences for the Central Florida community.
The curriculum offers opportunities for cultural enrichment, self
6

fulfillment, and professional development.
Programs are offered
for all ages, from pre-schoolers to senior citizens. The Director
of the Center for Lifelong Education reports to the Dean of the
Hamilton Holt School.

B.

ARTS AND SCIENCES ACADEMIC POLICIES

INTRODUCTION

The following policies and procedures, established by standing
committees of the College, describe the basic obligations and
responsibilities of faculty, students and administrators at Rollins
with respect to the traditional undergraduate programs of the
College.
For information on curriculum, degree requirements,
general education requirements and advising, please consult the
Rollins Catalogue and the Academic Handbook.
ADVISING

Academic advising is an important aspect of each faculty
member's service to the College. Beginning in the second year of
teaching at Rollins, all full time faculty teaching credit-bearing
courses participate in the academic advising program on a regular
basis.
Other members of the faculty (e.g. library faculty and
College administrators) may be asked to advise students as well.
Good advising requires an understanding of the Rollins curriculum
and support services,
familiarity with appropriate graduate
programs and reasonable availability for consultation with
advisees.
All entering students (freshman and transfers) are assigned a
faculty academic advisor and a student peer adviser by the
Coordinator of Freshman Advising. Whenever possible, students are
assigned to advisors in their expressed area of academic interest.
Department Chairs, in consultation with the Coordinator of Freshman
Advising and the Dean of the College, assign freshman advisees and
advisees in the major to faculty with reasonable regard for equity
in numbers.
Students and advisers receive a College catalogue
detailing necessary information about the academic program, College
policies, and requirements in each major area. By the end of the
sophomore year, the student chooses a major and arranges to become
the advisee of a faculty member in the major department or program.
The student informs the Registrar of the change by submitting a
form signed by the new adviser.
The form is sent to the first
advisor who then forwards all records to the new adviser.
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COURSE REGISTRATION AND WITHDRAWAL

Each academic department and program submits to the Registrar
and to the Dean of the Faculty its proposed course schedules for
each term. The schedules must balance requirements and electives,
courses for majors and non-majors, upper-level and lower-level
courses . Proposals to offer courses cross-listed between
departments must be endorsed by the Chairs of both departments.
Proposals to offer courses cross-listed between Arts and Sciences
and another program must be approved by the Dean of the Faculty and
the Dean or Directors of the other program.
The Registrar distributes class rolls for each term on the
first day of classes. Faculty are required to correct class rolls
and to report these corrections to the Office of the Registrar.
Revised class lists are then sent to each faculty member, with midterm and final grade report lists forwarded at the appropriate
time.
Students who fail to attend the first class meeting of the term
risk being replaced by students on the waiting list for that class.
Students may add and drop during the first week of class in the
fall and spring terms and may continue to drop courses through the
second week without a notation appearing on the transcript. With
the approval of the adviser, students may withdraw from a course
through Friday of the week following mid-term with a "W" recorded
on the transcript. It is the responsibility of the student to seek
from the instructor a report on his/ her standing in class prior to
the final date for withdrawal from courses.
It is the responsibility of the instructor to provide the student with some form of
graded evaluation of his/ her standing in a class prior to the final
date for withdrawal from courses. A student may not withdraw from
a course after the deadline ( Friday of the week following mid-term)
except by dec;:ision of the Academic Affairs Committee.
A student
who abandons a course after the deadline will receive a grade of

XF .
CLASS ATTENDANCE

It is the responsibility of the faculty to publish attendance
policies for their courses in the course syllabus.
If a
distinction is made between what will be "excused" absences and
"unexcused" absences, that must be conveyed in the attendance
policy. At the instructor's discretion, a student's grade may be
lowered for failure to comply with the attendance policy.
If the
students feels he/ she must be absent from class for any reason, .it
is the student's responsibility to confer with the faculty member
to determine whether the absence is to be considered "excused" or
"unexcused" as defined by the attendance policies. The Office of
the Dean of the College will communicate when students must be
absent from campus for hospitalization, family emergencies, or
similar contingencies. Students will be responsible for all work
missed.
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Faculty may find it helpful to contact the Office of the Dean
of the College concerning students who are frequently absent or who
have been absent from several classes in succession.
Reports of
this kind often help the Dean to identify students in need of
special academic or personal counseling.
STUDENT EVALUATION OF INSTRUCTION

Near the end of each term, the Office of the Dean of the
Faculty provides student evaluation questionnaires for each course
taught that term.
During a class meeting, instructors distribute
the forms to their students and answer any questions the students
may have concerning class size, course number, or course title.
After requesting one student to collect the forms and deliver them
to the Office of the Dean of the Faculty, instructors leave the
room, allowing students sufficient time to complete the forms
before the end of the class period. After the term has ended and
grades have been assigned, instructors are encouraged to read the
completed questionnaires in the Office- of the Dean of the Faculty.
FINAL EXAMINATIONS

The 14th week of classes in the fall and spring terms is
reserved for final examinations.
All courses include a final
examination, with possible exceptions for performance, writing,
independent study, or seminar courses where other means of
evaluation are more appropriate.
The final examination must be offered in the time period
scheduled in the examination matrix prepared by the Registrar,
unless the Dean of the Faculty has approved a change.
An
alternative period for unusual examination procedures, such as an
oral examination, may be used provided the students involved do not
thereby encounter conflicts with other scheduled examinations.
Test or examinations may be offered through the 13th week of
classes but must not be employed in lieu of a final examination.
Final papers, research reports and other similar assignments,
except those in lieu of a final examination, should be due before
examinations begin to help students avoid conflicts.
If a student has more than two final examinations scheduled in
one day, he/ she has the right to reschedule one examination to an
open date within the final examination period. Arrangements will
be made through the Dean of the College or program dean in
consultation with the faculty members involved.
Department
chairs
are
responsible
for
implementation of the final examination policy.
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GRADING
Letter Grades

The grade report is based on the following principles:
Grade A is reserved for work that is exceptional in quality,
for work showing keen insight, understanding and initiative.
Grade Bis reserved for work that is consistently superior, for
work showing interest, effort and originality.
Grade C is a respectable passing grade. A "C" average (2.00),
which is required for graduation, reflects consistent daily
preparation and satisfactory completion of all work required in the
course.
Grade Dis the lowest passing grade.
It is below the average
necessa.ry for meeting graduation requirements and ordinarily is not
accepted for transfer to other institutions.
Grade Fis failing.
Students' cumulative grade point averages are based on a fourpoint scale. Letter grades are assigned the following approximate
numerical equivalents:
Grade
Grade
Grade
Grade
Grade
Grade
Grade

A
AB+
B
Bc+
C

4.00
3.67
3.33
3.00
2.67
2.33
2.00

quality
quality
quality
quality
quality
quality
quality

pts
pts
pts
pts
pts
pts
pts

Grade
Grade
Grade
Grade
Grade
Grade
Grade

cD+
D
DF
WF
XF

1. 67
1. 33
1.00
.67
0
0
0

quality
quality
quality
quality
quality
quality
quality

pts
pts
pts
pts
pts
pts
pts

Incomplete

To receive a grade of "Incomplete", the student must present to
the Registrar an "I-Form" bearing the signatures of the student and
instructor, indicating the reason for the incomplete and the agreed
upon date for completion of the course work.
This form must be
submitted no later than the last day of final examinations. Course
work must be completed and a grade submitted to the Registrar by
the end of the second week of the next full term (fall or spring
term).
Extensions of this deadline may be granted by the Dean of
the College after consultation with the student and the instructor.
Failure to complete the course in the designated time will result
in the assignment of a grade of "F".
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A mark of "I" may not be used by instructors to indicate that
work in unfinished or that a grade has been withheld.
If an "IForm" has not been submitted, a grade must be issued based on the
materials turned in by the student up to that point.

Credit/No Credit
Students must notify the Registrar's Office in writing no later
than two weeks after the beginning of the fall or spring term, and
one week after the beginning of winter term, that they wish to take
a course on a credit basis rather than for a grade. Courses in the
major field, except internships, and courses used to fulfill
general education requirements may not be taken on a credit basis.
No more than one course per term may be so designated, and a
maximum of four such courses may count for graduation.
A winter

term course taken on a credit basis is not counted against the four
course maximum, provided it is an elective or an internship.
A
student may not subsequently receive a grade for a course after
electing to take it on a credit basis. Students who earn a c- or
better in a course taken for credit receive a mark of "CR" and the
appropriate number of course units.
Students earning less than a
c- receive a mark of "NC". In either case the grade point average
is not affected.
Instructors may offer a course ( e.g. off-campus travel course)
on a Credit/ No Credit basis subject to the approval of the Academic
Affairs Cammi ttee.
Students may, in some cases, contract for a
letter grade in a course that is offered Credit/ No Credit.
The
instructor must state in writing, in advance of the course, the
criteria upon which the letter grade will be based.
GRADE APPEALS
A student who wishes to appeal a grade will first consult with
the instructor to determine whether an error has been made, or the
instructor wishes to reconsider the grade and submit a grade change
request to the Dean of the Faculty.
If the student is dissatisfied with the results of that
consultation and wishes to pursue the matter further, he/ she will
then meet with the chair of the department.
The chair acts as a
mediator to attempt to resolve any disagreements, and will consult
with the instructor about the grading process.
Only the course
instructor has the authority to change the grade at this point.
(Should the instructor be the chair of the department, the Dean of
the College will serve as mediator. )
Further appeals beyond the
chair of the department will be allowed only under special
circumstances:
o

The final grade was affected by a student's opinion or
conduct in matters unrelated to academic standards, or by
a student organizational affiliations.
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o

There is clear evidence of bias based upon race, color,
religion, sex, sexual preference, national origin, age,
disability, or military service.

o

The faculty member has violated his or her own stated
policies or College policies.

A student may then appeal to the Academic Affairs Committee by
submitting a letter describing the situation to the Dean of the
College.
This appeal must be made within one year of the
conclusion of the course.
The Dean of the College will then
request from the department chair a written account of the
mediation process described above and its results, if any.
The
Dean
of
the
College
may
request
any
other
appropriate
documentation. The Dean of the College then submits all documents
related to the case to the Academic Affairs Committee.
The Academic Affairs Committee will then consider the case,
after its members determine by vote that the faulty member acted in
a capricious or prejudicial fashion which had a severe or
substantial effect on the student's final grade.
The Committee
will not base a recommendation for action on perceived or actual
individual differences in grading policies or standards which are
not in violation of College policies.
After the Academic Affairs Committee determines by two thirds
vote of its full-time faculty members that action is appropriate,
the Committee will normally request that the departmental
evaluation committee of the faculty member (or other body with
appropriate expertise, selected with the consent of the Dean of the
Faculty) in question determine a new grade. The Academic Affairs
Committee then recommends, by two thirds vote, a change in grade to
the Dean of the Faculty.
Should any member of the Committee be
party to an appeal, he/she must absent him/herself from all
discussions of the case and the Executive Committee of the Senate
will name an alternative.
The Dean of the Faculty shall receive the recommendation of the
Academic Affairs Committee,
review all documents and make
additional inquiries if necessary before reaching a decision.
After such review the decision of the Dean of the Faculty is final.
ACADEMIC PROBATION AND DISMISSAL

Academic probation is intended to give the student opportunity
and encouragement to achieve and maintain good academic standing.
Because a cumulative average of 2.0 (C) is a requirement for
graduation, it is in the best interest of the student to maintain
reasonable progress toward the degree. With this in mind, and in
order to uphold the academic standards of the College, policies of
12

academic probation and dismissal have been established as
outlined below ..
The winter term is included when applying these
standards.
Probation

1.

First term freshmen and first term transfer students whose
term GPA is below 1.67.

2.

Second, third, and fourth year students whose cumulative
average falls below 2.0.

3.

Students whose term GPA is below 2.0 for two consecutive
semesters.

4.

A student who fails two or more course units in any one
term.

Dismissal

Students belonging to any of the following groups are subject
to dismissal from the College:
1.

A cumulative average of less than 1.67 at the end of the
first year, 1.83 after the second year, or 2.0 after the
third year;

2.

Failing two or more courses in any one term (except first
term freshmen, first term transfer students and students
whose cumulative average remains above 2.0);

3.

Failing one course in any one term while earning less
than an 1.67 average in other courses (except first term
freshmen, first term transfer students and students whose
cumulative average remains above 2.0).

4.

Failure to be removed from probationary status after two
consecutive terms on academic probation.

If
the
student
believes
that
there
are
extenuating
circumstances which justify an appeal of academic dismissal, such
appeals must be made in writing to the Dean of the College who will
present them to the Academic Affairs Committee.
ACADEMIC INTEGRITY

The students and faculty of Rollins affirm the inherent value
and social utility of truthfulness and respect for the rights of
other individuals as well as the rights of the community.
The
students and faculty particularly affirm the value of academic
honesty and accept the responsibility to present as the result of
13

their work only that which is genuinely theirs. Rollins students
and faculty shall neither commit nor tolerate cheating, plagiarism,
or any other form of academic dishonesty. Academic dishonesty is
defined as representing another's work as one's own, active
complicity in such falsification, or violation of test conditions.
Plagiarism is stealing and using the ideas or writings of another
as one's own.
The instructor's responsibility toward the prevention of
academic dishonesty is to explain to students what constitutes
academic dishonesty within the particular requirements of the
course.
Special attention should be given to the problem of
plagiarism.
The instructor is further responsible for ensuring
that examinations are administered in a fashion that will
discourage cheating or other forms of academic dishonesty.
In all cases of suspected academic dishonesty, the College
follows the procedures outlined below in order to ensure due
process.
1.

The instructor deals with academic dishonesty by informing
the student of the infraction as expeditiously as possible
by taking whatever academic punitive action the instructor
may deem appropriate. The instructor informs the Dean of
the College of the infraction and the penalty by letter, a
copy of which is sent to the student.
The Dean of the
College informs the student of the right to appeal to the
Dean of the College.
An appeal should normally be made
within one working week of notification by the instructor.

2.

If the student appeals the instructor's action, the Dean of
the College takes testimony from the instructor, the
student and all appropriate witnesses, including those ·
named by the student. The Dean of the College's ruling is
final with respect to innocence or guilt. The Dean of the
College does not have the power to assign a grade for
either the work in question or the course. In the event of
a verdict of guilty, the instructor determines the penalty
within the course.
The Dean of the College determines
whether any additional punitive action is appropriate. In
the event of a verdict of innocent, the instructor
reevaluates the work in question and removes the effect of
any penalty.

3.

Any student who commits two infractions involving academic
dishonesty is subject to suspension or dismissal from the
College.
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C.

FACULTY POLICIES AND PROCEDURES

The following policies and procedures apply to all full-time
and part-time instructors in all undergraduate and graduate credit
bearing programs in Arts and Sciences.
PERSONAL RECORD

All full-time and part-time instructors shall make available t6
the Department Chair a complete record of their professional
preparation and achievements, including official transcripts,
research and original works, book reviews, critiques and articles
published, music composed or arranged, paintings or drawings
produced and public performances of all types.
Reprints of
publications should be filed.
This record will be brought up to
date each year.
ABSENCE FROM CAMPUS

Instructors shall notify the department chair and the Dean of
the Faculty when they plan to be absent from the campus or when
absence is unexpectedly necessary. This provision applies in case
of illness or any absence involving more than one class.
When
possible, arrangements to cover classes should be made in advance.
OUTSIDE AND OVERLOAD EMPLOYMENT

The college expects appointment to the faculty to be full time
employment, and therefore expects each faculty member to give his
or her Rollins responsibilities primary attention. Consulting is
an appropriate form of professional activity and may be a form of
professional development.
Consulting responsibilities should be
cleared with the appropriate Dean or Director.
( Some faculties
have more specific policies) .
Teaching . for other institutions
should be cleared with the appropriate Dean or Director. Normally,
overload teaching at Rollins is limited to. one course per term .
overload and Adjunct Pay

The overload and Adjunct Pay rates for faculty, as of September
1, 1992, are as follows:

Adjunct
Base Compensation

0 - 9

Semesters+
Bachelor's
Master's
A.B.D.
Ph. D/ Ed. D/ LLD

$1,400
$1,600
$1,800
$2,000
15

10 or more
Semesters+
$1,600
$1,800
$2,000
$2,200

Overload (For full time faculty)
Instructor
Assistant
Associate
Professor

$1,800
$2,000
$2,200
$2,400

TEACHING LOAD

The normal teaching load per academic year for a full time
faculty member is seven credit units, usually distributed through
fall, winter, and spring terms in the ratio 3:1:3.
Faculty Teaching Load

The faculty teaching load is calculated using the procedure
below.
All teaching in any Rollins program, including day,
graduate programs, Holt, Crummer and Brevard, (with the exception
of independent studies, which will be compensated on an individual
basis), is included in this load accounting system.
Departments
are permitted to establish alternative accounting policies, which
must be approved by the Committee on Professional Standards.
1.

List all courses in descending order of enrollment

2.

Determine the CU and WCU value of each course. The credit
unit (CU) value of a course is the credit unit value as
published in the catalog at the time the course is taught.
The weighted credit unit (WCU) value is the CU value
multiplied by the number of students enrolled at the end of
the drop-add period, divided by 25. The maximum number of
students in a single class, for purposes of calculating the
WCU, is 50 and any enrollment above 50 will be counted as
50 in this calculation.

3.

Assign the larger of the CU and WCU values to each course.

4.

Sum the teaching load values (as determined in 3) of each
course using the course sequence determined in 1. If the
sum exceeds the contract load, the overload value is
determined by the procedure below.

overload Determination

The overload value of all courses above the contract load is
counted as in 3 above if the enrollments are at least 5.
If the
enrollment in a course is less than 5, the overload value is
determined by multiplying the number of students by one-fifth of
the CU value.
Independent studies are counted at 0.2 CU per
student, so long as the independent study meets for an average of
at least one hour per week in the fall or spring term, or three
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hours per week in the winter term.
In the absence of specific
evidence to the contrary from the individual faculty member, the
assumption is that tutorial and research types of independent study
meet these criteria, while internships do not.
The sum of the
overload values of all courses above the contract load and
independent studies is the overload value.
overload compensation

Overload courses contracted in the graduate programs in Holt,
and Crummer (i.e. those not designated as part of the regular 3:1:3
load)
are counted as
separate
for
overload compensation.
Otherwise, the overload for compensation is determined by rounding
the overload value down to the nearest 0.5 CU. A maximum of 1.5 CU
of overload per term ( including courses in the graduate programs of
Holt and Crummer) will be compensated.
A faculty member has the
choice of receiving financial compensation for the overload during
the term when it is taught, or "banking" the overload and taking
released time equivalent to the overload at some later date.
A
faculty member may withdraw up to 1.5 CU of banked released time
per term.
The records of the "bank" are maintained by the Office of the
Dean of the Faculty.
Full time instructors (including teaching
fellows) are permitted to teach in other Rollins undergraduate and
graduate programs. Such participation, when requested by the dean
or director of one of these programs, is to be limited to one
course per term, unless the faculty member's appointment, tenure or
promotion is never contingent upon his or her willingness to teach
more than a normal teaching load.
It is a responsibility of the
department chair to submit the course schedule for each term;
therefore, consideration of teaching load for a faculty member
should be discussed initially at this level.
The Dean of the
Faculty has the right to approve or disapprove any overload
teaching under his or her curricular jurisdiction.
With the approval of the Dean of the Faculty, the normal seven
course teaching load may be reduced, provided the department
concerned is properly staffed. Such consideration will be given to
a faculty member for:
1.

Special activities such as theatrical, musical and athletic
presentations;

2.

Approved research or administrative work important to the
academic welfare of the College, and

3.

Serving as an officer of the faculty.
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WINTER TERM
Winter Term Policy

A faculty member whose winter term course has insufficient
enrollment will normally be expected to teach an overload of 1 CU
before the next winter term.
COURSE SYLLABI

Instructors are expected to develop course outlines which
explain course objectives, requirements, methods of evaluation and
attendance and grading policies.
At the beginning of each term,
instructors are required to send copies of their course syllabi to
the Office of the Dean of the Faculty where they are kept on file
and are available for review. Departments and programs must also
keep files of the syllabi of their own courses for three years.
NEW COURSE APPROVAL

New courses proposed for fall or spring term should be
described in detail on a "New course Approval" form available in
the Office of the Registrar. After initial departmental approval,
the Academic Affairs Committee reviews all new course proposals and
makes recommendations to the department and the Dean of the
Faculty. Courses to be approved for a given academic year must be
submitted no later than March of the preceding academic year.
GOVERNANCE

The Faculty of Arts and Sciences delegates certain of its
responsibilities to the Senate and its standing committees.
Faculty are expected to participate in the governance of the
College and to attend faculty meetings.
PROFESSIONAL DEVELOPMENT
Institutional support for Faculty Projects

Full time faculty in the Arts and Sciences divisions are
eligible to apply each year for three types of grants for
professional development:
Individual Development Grants, Course
Development Grants, and Faculty Research Grants. Applications are
received and reviewed by the Professional Standards Committee, and
awards are determined in consultation with the Dean of the Faculty.
Individual Development Grants

These awards to encourage faculty professional development are
granted on a competitive basis and are generally for amounts less
than $750.00. The award may be applied to travel, tuition, or
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other expenses involved in development activity. Al though there is
not necessarily an expectation of publication resulting from such
professional development projects, it is expected that Rollins
College will benefit; for example, by improvements in the faculty
member's teaching.
Examples of projects funded by such grants
include participation in workshops or purchase of minor equipment.
Proposals should be submitted to the Professional Standards
Cornrni ttee or to the Dean of the Faculty.
Proposals may be
submitted at any time; however, requests for support for summer
projects should be submitted in early spring for review by the
Professional Standards Committee.
Course Development Grants

'rhese grants are designed to encourage the development and
preparation of new courses which are cross-disciplinary or
exceptionally innovative.
Proposals are to be submitted to the
Professional Standards Committee and to the Dean of the Faculty.
Faculty Research Grants

The Jack B. Critchfield Research Fund supports faculty
scholarship. Research grants are awarded on a competitive basis,
and it is anticipated that the results of this research will lead
to a publication, performance, an exhibit, or the presentation of
a paper at a professional meeting. Proposals must be submitted to
the Professional Standards Committee.
The Ashforth Fund supports faculty professional development and
research in England and Scotland. Proposals must be submitted to
the Professional Standards Committee.
Travel to Professional Meetings

Faculty travel funds are administered through the offices of
the appropriate deans/ directors. Their purpose is to further the
professional development of faculty members by providing assistance
to attend and participate in professional meetings.
A faculty
member seeking funds in advance should file an "Advanced Prepaid
Expense Request" form at least two weeks prior to that travel.
Faculty may be asked to p r diet their travel for the corning
year in order to ensure the equitable allocation of available
funds.
After consultation with the Professional Standards
Committee, the appropriate dean/ director may apply restrictions to
travel.
Guidelines for Faculty Travel Funds

All faculty are eligible for institutional support for
attendance at professional meetings according to the criteria
listed below.
Standard allowance is $93. oo per diem for up to
three days, plus the registration fee.
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1.

Faculty who attend only one meeting in the year without
participating will receive 80% of the travel and 80% per
diem .

2.

Faculty who participate in at least one meeting will
receive 100% travel and per diem for one meeting, and 80%
travel and per diem for the other.

The cap per person for the year is $1200.
Where an
international trip is involved, the cap per person is $1500. One
may petition the Dean of the Faculty for exceptions to the per diem
limitations.
"Participation" in the above guidelines is defined as:
presenting a paper or performance, responding to a paper or
speaker, serving on a panel, serving as an officer of the
professional
association
(including
program
or
membership
chairperson), and presenting a formal report.
Evidence of
participation shall be the submission of a copy of the relevant
section of a printed program to the appropriate administrator.
STATEMENT OF POLICY ON GRANTING OF TENURE

Tenure is a prerogative of the Board of Trustees.
Tenure is
the right to regular annual reappointment subject to the conditions
of employment and assignments in effect each year~
Tenure may be granted to faculty within the guidelines and time
limits stated in the appropriate publications of the American
Association of University Professors, and according to the College
Bylaws.
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